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To Experts to Clear
Files, Store Records
\&;"S”" * * a?/’.:::r'?: \_-,6
American Cyanamid Cats Costs
With New System; Federal
Rules Add to Paperwork Bulk
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By GEORGE MELLOAN

Sleff Reporter of THE WALL STREET JOURNAL

NEW YORK-—A few years ags investigations
iby Federal agencies forced Pan American
i World Airways to save all its records, instead
" of perincically desi wving them. In four years
the contenis of Pan Am's files doubled and if*
all the papers it was saving had been piled in

.a single stack they might have scraped the
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wings of a jet fiying at 25,000 feet.
With the investigations ended, the airline
. now has climhed out of its paper fogbank. But
"the speed znd immensity of its file build-up il-
. lustrates why more and mwore companies are
relying heavily on the file-clearing expertise of
" specialists cailed records masagers or archi-
vists. E
With business booming, American
.workers are generating leiiers,

oifice ;
vouchers, order;
ing, and hundreds of other |
rale—ezough to fill ani
Pestimatoe By miilion %le drawers = year. at!
the same time, many compaxies are movingi
into new office buildings where space is more
expensive and where an excess of filing cabi-
nets spoils the aesthetic effect office designers
labored hard to achieve. . :

It's the records control specialist’s job toi
sce 1o it that outdated papers are tossed away,
imporiant ones kept on hand and papers that
are neither useless nor importzat kept in some
spot where they can be stored cheaply and got-|
ten to if nced be. At the same thine, he strives |
to see o' it that all information stored by lhei

company, even in personal files, can be quick-
1y obtained. .
Postwar Development .

Systematic records management and dispos-:
al is largely a post-World War I development.
Many companies have adopted it only in recent:

years. he "National Records Management

Council (NRMC), a non-prefit research and ad-’
visery agency based in New York City, esti-

ihs Voo & Slor
3 WL Do

orperations a

together would
MC siys it hasi

up re ;ords con-

Jor compa
ies in recent Yy 3

“It would be rare to f{ind any corapany do-
ing in excess of $100 i 1 in business annual- |
ly that has not done something in this field,”
says Christopher A. Cameron, president of
Leahy Archives, Inc., and lea2hy & Co., a two-
pronged Manhattan-based enterprise  which
stores records and helps companies set up con-
trols to keep {iiles from ballooning.

Leahy’s {four records siorage centers — in
New York City, Whitehouse, N.J., Elk Grove
Village, Ill., and Miami, Fla.—resemble high-
stack libraries except that the stacks contain
file boxes instead of books, Leahy has 150 cli-
ents, 60 more than five years ago, including

5.

Pan Am, Florida Power & Light Co., Metro-

ing Co. Records on file in its Whitehouse cen-
ter range from bank {rust account ledgers dat-
ing back to 1852 up to such curren: malerials
as copies of payroll checks, which vsualiy are
tossed out after two years.
Storage Schedules
Leahy srchimasts, vorking with e client,
assigm e type of record a ‘‘retention sohed-
ule™ wihiceh sets a limit en how long it will be"
Kept in storage. A very few, incloding most
trust ledgers, are kept permanently. Some,:
such as extra copies of outgoing correspond-
ence, are tossed out after six months. At Leahy
storage centers workers see to it that disposal
schedules are followed and also fish things out
1of their stacks to answer client irnguiries. A
large comipany, with 4,000 cubic feet of rec-
ords, normally would pay between 54,800 and
1 $5,500 a year for Leahy’s storage and file man-
agement services, Mr. Cameron sayvs.

To decide how long companies should keep
each.type of document, Leahy consullants use
a number of guidelines. Some have been de-

Goldwyn-Mayer, Ine., and Singer Manufactur-’

on such subjects as the elements of risk, say,
in throwing out an employe's personnel records
10 years after he has left the company. But
the most impertant guides are supplied by
Federal and state governments in lists of rules
on retention of records.

The Interstate Commerce Commizsion alone
has 258 separate retention regulaticas for rail-
roads, air. ©d other carriers to foilow. For
instance, records c¢f a damage claim must be
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veloped through research in various industries !
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 retained at least four years after the settle-
i ment. Eeavily rcgulated companies tend to
{have fat files. The average major airline will
i likely have 10,000 cubic feet of files, enough to
fill about 1,700 four-drawer file cabinets, com-
pared with around 2,000 cubic feet for a large
non-regulated company, Leahy’'s Mr. Cameron
5ays. ' . :
When it enters a company tha‘l{ has not had
its files cleaned for some time, Leahy often
finds it can throw away about half the records
without serious danger of losing something im-
portant. Such a housecleaning, coupled with
new retention schedules and other changes, cut
American Cyanamid Co.’s annual record-keep-
ing costs by some $85,000 a few years ago.
{Rental of space occupied by each office file
1 cabinet, plus amortization of the cabinet's ini-
tial cost, was costing Cyanamid $8.72 a year.
Files in storage were costing $2.76 annually
{per cabinet to keep. Leahy tossed out 549, of
the storage records and destroyed or trans.
ferred to storage 25% of the office records.
Studies show that it costs about $140 a year
to maintain a four-drawer file cabinet, includ-
ing file clerk salaries as well as space costs
and cabinet amortization. One management
consultant has estimated that of each 100
pieces of paper filed in the average well-run of-;
fice only 20 will ever be called back for refer-
ence. :

Leahy is specializing increasingly in help-
ing companies retain records of the best
thoughts of employes who are paid throughout
their careers mainly to think. Often the memos,
notes and other personal papers of scientists,
lawyers and other professionals are lost to the
company when the man retires or leaves, Mr.
Cameron says. Leahy specialists currently are
working with the research arm of a major oil]
company to try to draw important findings
out of personal records and incorporate them
into a central system which any researcher,
tackling a problem, can draw upon. The same
approach is being tried with several large law
offices.

This information is often valuahle even be-
;fore a man Jeaves, since employes in some
;firms ‘are known to labor hard on problems
hat liz golved in znother employe’s files, Mr
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